
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORI 

RECOROS MAN4GEMENT DIVISION 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

I. Dates of Series 
Iar l ien Latest 

To Date 1950 1- 

1 FOR RECORDS MANAGEMENT USE 

5. Records Series Title (followed by tide used in offke; if different) 

State Employees Membership Account Annual Listing Files 

Employees' Retirement System Of Georgia AWliation Number I Two Northside 75. Suite 400 I 78-291 
ipplication Date 

Date Received Date Completed Atlanta, Ga. 30318 I 

ipplication Number 

v- - -  - - 
!. Person to Contact Working Tide Telephone Number 

--- -A- __- 
I. Record Series Description This file contains the following documents (include form numbenand titles, if anyl: 

Attach samples of the file. 
Documents relating to: determining members retirement, refund, and life insurance allowances. - 

Includedare: Computer Output Microfilm (office and security Copy) and bound volumes of 
annual listings which list. members retirement contributions, salary amount, 
life insurance premiums, interest, and wiifhdrawal amounts from account. 

(Note: Record series is being converted to computer output microfilm (COM). From 1950 to 
1970 the series is in bound paper volumes of annual listings. From FY 1971 to FY 1978 the 
series is in bound volumes of computer printouts and on magnetic tape at WAS. These and 
succeeding years of records will be placed on COM. The bound volume of records from 1950 
to 1970 are being maintained in current files area. 

File is arranged: numerically by membership number. 
, 

- -- 
1. Monthly Referencs Rate How often are records referred to which are: 

; Thirteen to twentyfour months old ifooo . One to six months old - ; Seven to twelve months old -, 
twenty-five months and o l d e r U o - -  ? 

Letter-size drawers ; Legalsize drawers ; Shelves -;Other (speify) 

- 
I________ 

3. Annual Rate of Accumulatiocof Remrdr present accumulatic 
appox. 3-4 bound 

-- . vo l m  :- 
R--50-71. R-v. 76 IOwrl 



-__-- ---_._-__-_____ r_ -. Ci. ~- ~ - - - w?-- 
a. Is this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes. site law or regulation. 

, 
.--_hlQt. WkE&.k&? I-,-__- __ X 

- 
-- 

8. When one or two documents in the file make it necesary to keep the entire fi le for a long period, could these 
ratelv? __ cheduled sew 
' i a & e x i z w a & ! i s h e d & ~ v .  __I_ 

n con- 
g. Is the information contained in th is  series ever analyzed and/or recorded in a summarized report? 

_L___I_ 

--- 
From 1971 to 1978 file is bound co@puter print( - - 

11. Retention Requirements The following requires the series to be kept: 

0 
0 

0 
50 a. State Law -----years. d. Audit period -___ -years. 

.years. b. Statute of limitation 
-years. 

years. e. Administrative need 
C. Federal law 0 --years. f. Federal retention instructions 0 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
This file is needed to provide accountability for each members retirement contributions 
and credit. 

.-- 
2 Amroved Disposition Instructions This agency recommends t h a t  the file series be cut otf a t  thb end of each: 

0 Calendar Year; 0 Fiscal year; EJ Other See - then, 

0 Hold in the current files area --month(s) 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
[B Other ISpeciry! 

yearb); then 
yeark); then 
-yea&): then 

Office COM Copy - Cut off files end of each ..fiScSl year; hold in current files area 
Security COM Copy - Transfer immediately after creation to Records Center; hold 50 years; 

Bound Co- - Cut off file immediately; hold in current files area u I 

(FY 1971 to FY 1978) 

50 years; then destroy. 

then destroy. 

until verification of COM file; then destroy. 
(One- time disposition) 

These insauctions apply to al l  prior and future accumulations of the series. 

:ecommendations in para- 
.aph 12 are approved. 
'f disapproved, attach letter 
f explanation.) 


